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CORRESPONDENCE FOR OFFICH OF THE SECRETARY 


The Secretary nas called our attention to the fact that 
marked delay has been apparent in answering letters for his 
Signature and the signatures of officials in his office. 


It is requested that letters which are prepared for the 
Signatures of officials in the Office of the Secretary be 
handled within 3 days after being received in your office. In 
cases where it is necessary to secure information before answering 
letters, an acknowledgment of the incoming letter should be sent 
within 3 days and should be followed up later with full informa- 
tion concerning the matter involved. 


Your cooperation in this matter is urgently requested. 


‘Ks 
James H. Jones, 


Administrative Assistant. 
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‘MEMORANDUM TO DIRECTORS OF DIVISIONS AND CHIEFS OF SECTIONS 
AGRICULTURAL ADJUSTMENT ADMINISTRATION 


Gentlemen: 


In the future I shall be greatly obliged if you will kindly furnish 
with all recommendations for appointment the approved application form 
properly filled out and a statement showing who is really sponsoring the 
appointment and who has knowledge of the character, ability, and other 
qualifications of the person recommended, as well as a detailed statement 
showing the duties to be performed, 


I have just read an article which appeared in one of the local 
dailies of yesterday which bears om this situation and I am quoting it 
belows 


"Scores of employes in the emergency Government agencies are 
losing from a few days! to severd weeks! pay because tncir 

) superiors hired them informally without knowledge of Govern~ 
ment procedure, sometimes called red tape. 


"Their superiors are new executives in the Government, ignorant 
of the fact that more is required in a Government appointment 
than merely the designation of a desk and a place to hang the 
hat. 


"The red tape has been built up thru more than 150 years, and 
it is irritating; tut it scems to be necessary in this huge 
organization to prevent fraud. 


"All that can be done is for the new executive to get acquainted 
with the red tape," 


No person should be put to work until his appointment has been 
scheduled and approved unless there is a very definite and clear under- 
standing that no pay will be expected until the appointment has been 
finally approved, and putting a person to work in advance of the final 
approval of the appointment should only be resorted to in cases of extreme 
emergency. 


I think we will make better progress by complying with the law, rules 
and regulations than by trying to circumvent or evade them. 


Very truly yours, 
Charles J. Brand, 


Distribution "A" Coadministrator,. 
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OUTLINE OF PROCEDURE TO BE FOLLOWED 
in requests for supplies, material, equipment or service. 


Considerable confusion and embarrassment has been caused by the 
failure to comply with the established procedure in placing orders for 
equipment and for various services throughout the Agricultural Adjust- 
ment Administration. 


In order that efficient and expeditious operation may be insured, 
the attention of all Division and Section Heads is called to the pro- 
cedure for placing orders for the following: 


Orders for equipment (such as desks, chairs, typewriters and 
other office equipment). 

Orders for stationery and office supplies 

Orders for duplicating, photographing, photostating, and 
drafting services 

Orders for printing and binding work 

Orders on the mechanical shops for carpenter work; electrical 
work; installation of fans, buzzers, or equipment; 
rubber stamps; etc. 


All requests for orders as outlined above should be prepared on 
Agricultural Adjustment Administration Form No. 1 "Request for Supplies, 
Material, Equipment or Service. A supply of these forms may be obtained 
from the Property Office, Room 335 Administration Building. These forms 
should be prepared in triplicate, signed by the Section or Division 
Cnief, the original and one carbon forwarded to the Property Section 
for approval, and one carbon retained by the issuing office. Any request 
for service or equipment which may be questionable should be referred to 
the Business Manager for consideration before the service is rendered or 


_ tae order for equipment placed. 


Your cooperation in handling orders of this type is urgently 
requested in order to avoid embarrassment and delay. 


Dom agen NO 
U 3 ) 


James EB. Jones. 
Administrative Assistant. 
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MEMORANDUM FOR DIRECTORS OF DIVISIONS AND HEADS OF OFFICES 


AGRICULTURAL ADJUSTMENT ACMINISTRATION 


Gentlemen: 


The following memorandum has been received from the Office of 
the Secretary. It is requested that these instructions be carefully 
adhered to in the preparation of correspondence. 


"In preparing letters for the signature of the Secretary, 
@) Assistant Secretary, Acting Secretary, or their assistants, 
please do not use the terms "today, yesterday, tomorrow, week," 
etc., to indicate a certain time, but use the date instead. 
It usually is several eays before this mail is properly initialed 
and signed. 


"In preparing official Departmental mail for the Secretary's 
Signature, so far as possible, please avoid the use of the first 
person, using instead "Department, our, we," etc. The Secretary, 
Assistant Secretary and the Acting Secretary sign mail, and it 
will facilitate its handling if it is prepared so any one of them 
may sign. The Secretary may sign a letter and the Assistant or 
Acting Secretary may sign others following in the correspond—- 
ence." 


Very truly yours, 


James E. Jones, 
Acministrative Assistant. 
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Rae UNITED STATES DEPARTMENT OF AGRICULTURE 
AGRICULTURAL ADJUSTMENT ADMINISTRATION 
WASHINGTON, D.C. 


September 11, 1933 


OFFICE MEMORANDUM No. 19 


Standardization of Forms 


In order to develop a simple filing system and make use of 
government standard equipment, all forms prepared for use in the 
administration should be the snme size. Inasmuch as a particular 
file will occasionally contain letters, the forms should be letter 
Size. 


This standardization of forms should rum throughout all our 
denlings. In other words, applications, offers, contracts, permits, 
certificates, vouchers authorizing payments, payment certificates 
and the like should all be letter size and should all continue the 
same serial number for the producer. Of course, there is no objection 
to a form being less than letter size length, provided letter size 
width is maintained. All forms of more than one page should open 
book-wise for convenience. 


Investigation shovld be made to obtain advice from the Comp~ 
troller, the Business Manager and others, who take off the forms and 
prepare statistical information, as to the best set-up of the contents 
of the forms in order to facilitate statistical work. 


The forms relating to marketing agreements and licenses should 
be similarly standardized. Special circumstonces may occur requiring 
variation, and the Business Manager may grant such special exceptions 
rather than have the size and style of forms, left to individual dis- 
cretion. 


It should also be borne in mind, when sending materials down to 
the printing office for galley proofs, that the arrangements for the 
size of final printed forms should be made at that time, not after the 
galley proofs are returned. 


The present practice of printing all regulations, instructions 
to field officers, and other like material in waat is commonly kKnowa 
as Congressional documentary size will be continued, 


James E. Jones 
Adninistrative Assistant. 
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MEMORANDUM FOR DIRECTORS OF DIVISIONS AND HEADS OF OFFICES 
AGRICULTURAL ADJUSTMENT ADMINISTRATION 


Centlemen: 


Because of a memorandum from the Secretary's Office, calling 
attention to certain occurrences recently, the following instructions 
are issued for the information and guidance of all members of the Agri- 
cultural Adjustment Administration. 


1. The practice of releasing telegrams or letters from the Ag— 
ricultural Adjustment Administration bearing the Secretary's signature, 
without specific authority for such, must be discontinued. Hereafter 
all communications prepared for the Secretary's signature must clear 
through the Office of the Administrator, in accordance with Section 211 
of the Office Regulations. 


2. The Secretary has advised this office that more consideration 
must be given by the Agricultural Adjustment Administration to a time 
allowance for his signature on agreements, licenses ,and other important 
documents. He has fixed twenty-four hours as a minimum period during 
which he will examine documents prior to his signature. 


Both these instructions emphasize the necessity for certain orderly 
procedure which we have discussed for some time and which must be followed 


The Code and Marketing Agreement Analysis Division, in the Office 
of the Administrator, will be enlarged so that a review or summary of 
these documents will be made by members of this group for the presentation 
of the problem and explanation of the object of the document upon which 
Signature is required. It is believed that this procedure will expedite 
consideration in the office of both the Administrator and the Secretary, 
and Simplify the examination of the supporting documents at any future 
time. 


I am also advised that some members of th Agricultural Adjustment 
Administration have been dealing directly with the Secretary's Office on 
matters relating to this Administration, before discussing these matters 
with, or having approval from , this office. Since our Office Regulations 
require that all matters be cleared through the Administrator's Office 
members of this Administration desiring to deal directly with the Secre- 
tary's Office should be authorized by this office. This should consider- 
ably reduce the burdens we are now imposing on the Secretary's Office, and 
is in the interest not only of expedition of the business of this Adminis-— 
tration, but also of proper organization and responsibility. 


Very truly yours, 


George N. Peek, 
Administrator. 
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OFFICE MEMORANDUM NO. 20 


Identification of Forms 


All Agricultural Adjustment Administration forms should be 
identified in the upper left hand corner as follows; 
Form No. 
United States Department of Agriculture 
Agricultural Adjustment Administration 
oe ei) the 2 eee. OG Ee 208 
(Such as Production, Marketing, Comp- 
troller's, etc. - main divisions not 
@ sections) 
a Date 
The form title should center page, be accurate and concise. 
Serial space should be in upper right hand corner. 
Forms should be designed to accomodate those who use them most, 


i.e., statistical summary on front page, keep data to be checked as 


close together as possible, etc. 


James BE. Jones 
Administrative Assistant 
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UNITED STATES DEPARTMENT OF AGRICULTURE 
Agricultural Adjustment Administration 


Washington, D.C. 
September 6, 1933, 
OFFICE MEMORANDUM NO. 20-A 


MEMORANDUM 10 DIRECTORS OF DIVISIONS AND CHIEFS OF SECTIONS 
AGRICULTURAT, ADJUSTMENT ADMINISTRATION. 


Gentlemen: 


A good many complaints are reaching the Department to the effect 
~ that stenographers and clerical assistants of the Agricultural Adjust- 
ment Administration are having to work extremely long hours. It has 
been suggestcod that we should not subject oursclves to a charge of 
working our employces unduly at a time when the Government is insisting 
that private employers hold hours to a minimum in order to make addi- 
tional employment. 


I thoroughly appreciate that stenographers are needed at times 
aot covered by the regular prescribed official hours. Where steno— 
graphic help is needed beyond the official hours, it is suggested that 
a systom of stagger hours be inaugurated sv that stenographers will be 
available throughout all the hours thoy may be needed, and employment 
of additional stenographers in places of particular distross. 


Tho Business Office is now in a position to supply needed 


stonographic assistance on short notico aud it is thought that we 


should at least get our clorical staff dow to rogular hours as carly 
as possible. 


Very truly yours, 


O 


James E. Jones, 
Administrative Assistant. 
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MEMORANDUM FOR DIRECTORS OF DIVISIONS AND HEADS OF OFFICES 
AGRICULTURAL ADJUSTMENT ADMINISTRATION 


Gentlemen: 


We are in receipt of a letter from Mre HA. Nelson, Chief, 
Division of Operation, reading as follows: 


"The Director of the Office of National Parks, 
Buildings and Reservations, has called attention to . 
a violation of the 'No Smoking! regulation in Temporary 
Building © by one of the employees of your organization 
and has requested that appropriate action be taken to 
impress upon employees housed in that building the ne- 
cessity for strict compliance with the rulese Your 
kindness in giving this matter attention will be apyre- 
ciated.!! 


It is requested that the"No Smoking" regulation in Teniporary 
Building C be strictly adhered to, and that the attention of. all 
employees of the Agricultural Adjustment Administration located in 
that building be called to the prohibition against smoking in Tem- 
porary Building C, which is of a very inflammable nature. 


Very truly yours, 


James Ee Jones, 
Administrative Assistante 
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OFFICE MEMORANDUM NO. 22 


MEMORANDUM FOR DIRECTORS OF DIVISIONS AND HEADS OF OFFICES 
AGRICULTURAL ADJUSTMENT ADMINISTRATION 
ie 


Gentlemen: 


The following memorandum has been received from the Duplicating 
Section of the Office of Information. 


"This office has considerable trouble because requi- 
sitions for duplicating work are not completely filled out as 
they should be. We are not given all the information needed, 
which necessitates our telephoning in a great many cases to 
find out just what is wanted. 


"All the different kinds of work required should be 
checked on the requisition. For instance, if a job is to 
be mimcographed and consists of more than one sheet, check 
on the requisition whether the job is to be assembled and 
stapled; where cutting and pad-making are necessary those 
should be checked. The requisition should state whether the 
job is to be single-spaced or double, whether printing is de- 
sired on one or both sides of the paper, kind of stock, correct 
telephone number, and proper place of delivery. When some 
particular person is to read the proof, kindly have that per-~- 
son's name and room number typed on the requisition right 
after the word "Yes" for proof wanted. 


"The originating office should be given the job num 
ber so that when it is necessary to call regarding a job the 
office can give us the number instead of the title since we 
make our records throughout the section by job number only.!" 


It is hoped that the wishes of the Duplicating Section may be 
strictly adhered to, as it will promote the expeditious handling of 
not only the work of the Duplicating Section, but the work of the Agri- 
cultural Adjustment Administration as well. 


Very truly yours, 


James E. Jones, 
JEJ snd Administrative Assistant. 
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STSNOGRAPHIC SERVICE 


Whenever possible, in cases where stenographic services are 
required for overtime or extra work, it is desired that telephonic 
or written requests for such assistance should reach the Administra 
tive Office of each division at least two hours before such services 
will be required, 


Such requests, other than emergency or extraordinary cases, 
should be submitted not later than two o'clock p.m., except Saturdays, 
when they should be received by ten o'clock a.m. By following this 
schedule as near as possible, it will aid the head of the stenogrephic 

2) pool to plan her work. 


It is appreciated, of course, that such schedule cannot always 
be followed, tut it is hoped that it be followed as near as the work 
will permit. 


Jomes BE. Jones, 
Administrative Assistant. 
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" g4oT UNITED STATES DEPARTMENT OF AGRICULTURE 
| AGRICULTURAL ADJUSTMENT ADMINISTRATION” \ | 


a 


Os Wie, Sea OFFICH MEMORANCUM NO. 24 AGRICUL TURA, CONDMICS 


WEMORANDUM TO DIRECTORS OF DIVISIONS 2%. ays 
AND CHIEFS OF SECTIONS. - . - SSS” 


The Agricultural Adjustment Administration is establishing 
offices in the following cities: New York, Atlanta, Minneapolis, 
Chicago, Kansas City, New Orleans, and San Francisco. These sta- 
tions will be known as regional offices of this Administration. 
They are being set up under the Licensing and Enforcement Section. 
The officials in charge will be knowm as regional. managers of the 
Administration. District offices within the seven regional terri- 
tories will be established as necessity demands. 


The territory served by each regional office is as follows: 


Region No. 1 - Pacific Coast - Headquarters, 
San Francisco, Consular Bldg., 510 Battery St. 
Includes the States of California, Washington, 
Utah, Oregon, Idano, Arizona, New Mexico and 
Nevada. 


Brice M. Mace, Jr., Regional Manager. 


Region No. 2 - Midwest - Headquarters, Kansas 
City, Mo.,214 Railway Exchange Bldg. 
Includes the States of Wyoming, Colorado, 
Nebraska, Kansas, Missouri and Oklahoma. 


Frank (. Baker, Regional Manager. 


Region No. 3 — North Central - Headquarters, 
hicago, Rn. 721, 506 §. Wabash Avenue. 
Includes the States of Wisconsin, Iowa, 
Illinois, Michigan, Ohio and Indiana. 


Ce. B. Spotford, Regional Manager. 


Region Ho. 4 - Mid-Atlantic - Headquarters, 
New York City, Rm. 621, 45 Broadway. 
Includes the States of West Virginia, 
Pennsylvania, Connecticut, Rhode Island, 
Delaware, Massachusetts, New Hempshire, 
Vermont, Maryland, New Jersey, New York 
and Maine. 


Edward G. Sabirf, Regional Manager. 


Region No. 5 - Southeastern - Headquarters, 
Atlanta, Ga. 
Includes the States of Kentucky, Virginia, 
Tennessee, North Carolina, South Carolina, 
Alabama, Florida and Georgia. 


Thomas C. Barringer, Regional Manager. 


~~. 


Region No. 6 — Gulf Southwest - Headquarters, 
New Orleans. 
Includes the States of Texas, Arkansas, 
Mississippi and Louisiana, and the City of 
Memphis, (Tennessee). 


Mr. Piet H. Hofstra, See Ons Monager 


Region No. 7 - Northwest - - Headquarters, 
Minneapolis. 
Includes the States of Minnesota, North Dakota, 
South Dakota and Montana. 


4 


Marius A. Jacobsen, Regional Manager. 


Regional managers will be directly responsible to the Chief 
of the Licensing and Enforcement Section, Mr. George, Carlson. 


Directors of Divisions and Chiefs of Sections assigning men 
to work in the field should advise the ghicf of the Licensing and 
Enforcement Section as to the general nature of their duties so that 
regional managers may be properly informed as to what the Administra- 
tion is doing within each region, and in order that the Licensing 
and Enforcement Section may properly instruct the regional managers 
in cases where they may be in a position to facilitate the work of 
other sections. 


George N. Peek,- Charles J. Brand, 
Administrator. Coadministrator. 
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SURREAL OF 


} eh Ao ° Diy, at September 22, 1933. 
OFFICH MEMORANDUM NO. 25 
DIRECTORS OF DIVISIONS AND HEADS OF OFFICES 
AGRICULTURAL ADJUSTMENT ADMINISTRATION 
Geatlemen: 


The followinz memorandum tas been received from Dr. W. W. 
Stockberger, Director of Personnel and Business Administration of 
the Department. 


"There nave been numerous complaints received tnat the 
personnel of the Agricultural Adjustment Administration have 
been using the various offices of otner units in the Adminis- 
tration Building without permission; in some instances going 
throush the desks, taking cigarettes, pencils, etc., and leav- 
ing the office all cluttered up witn paper, and in some in- 
stances even changing the alignment of the Typewriters. 


"Tuesday morning, Ausust 19, the occupants of room 431 upon 
reporting for duty found the room in a more or less untidy con- 
)) dition. There were several sheets of carton paper left lying 

around indicating that typewriter in the room had been used to 
write a lengthy letter to Messrs. Costello, Scnow, McLean, and 
Landreau. 


"Monday morning, Auzust 18, room 548, after being cleaned, 
was apparently occupied by some one who mussed the room up con- 
siderably, throwing a number of cizarette butts on the floor, etc. 


"In view of the increasing frequency of these reports, it 
will be appreciated if you will issue instructions to your per- 
sonnel to the effect that they are only to occupy rooms assigned 
to tne Azricultural Adjustment Administration unless permissioa 
is obtained in advance to use the room and tne equipment in it." 


It is sincerely hoped that there will be no occasion for further 
complaint along the line of the memorandum from Dr. Stockberber in tae 
future, and that employees will strictly confine themselves to rooms 
assigned for their use, unless permission is obtained in advance to use 
some otner room. The necessity for risid compliance with the request 
is obvious in order to avoid embarrassment. 


Very truly yours, 


James E. Jones, 
JEJsad Administrative Assistant. 
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AE i, BA at ee September 22, 1933. 


OFFICE MEMORANDUM NO. 25 


DIRECTORS OF DIVISIONS AND HEADS OF OFTICES 
AGRICULTURAL ADJUSTMENT ADMINISTRATION 


Gentlemen: 


The followinz memorandum as been received from Dr. W. W. 
Stockberger, Director of Personnel and Business Administration of 
the Department. | 


"There nave been numerous complaints received that tre 
personnel of the Agricultural Adjustment Administration Nave 
been using the various offices of otner units in the Adminis- 
tration Building without permission; in some instances going 
throuzh the desks, taking cigarettes, pencils, etc., and leav- 
ing tne office all cluttered up with paper, and in some in- 
stances even changing the alignment of the Typewriters. 


"Tuesday morning, August 19, the occupants of room +51 upon 
reporting for duty found the room in a more or less untidy con- 
dition. There were several sheets of carton paper left lying 
around indicating that typewriter in the room nad been used to 
write a lengthy letter to Messrs. Costello, Scaow, lcLean, and 
Landreau. 


"Monday morning, August 18, room 548, after being cleaned, 
was apparently occupied by some one who mussed the room up coa- 
siderably, throwing a number of cizarette butts on the floor, etc. 


"Ta view of the increasing frequency of these reports, it 
will be appreciated if you will issue instructions to your per- 
sonnel to the effect that they are only to occupy rooms assized 
to the Azricultural Adjustment Administration unless permission 
is obtained in advance to use the room and the equipment in it.! 


It is sincerely hoped that there will be no occasion for further 
complaint along tne line of the memorandum from Dr. Stockberber in the 
future, and that emoployecs will strictly confine themselves to rooms 
assigned for their use, unless permission is obtained in advance to use 
some other room. The necessity for rigid compliance with the request 
is obvious in order to avoid ombarrassment. 


Very truly vours, 


James BE. Jones, 
JEJ sad Adninistrative Assistant. 
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September 23, 1933, 


OFFICE MEMORANDUL NO. 26_ 


DIRECTORS OF DIVISIONS AND HEADS OF OFFICES 
AGRICULTURAL ADJUSTMENT ADIINISTRATION 


Gentlemen: 


Complaint has been received about employees using the stairs 
and entrances to the new part of the South Building. 


By special arrangement with the builders, certain rooms have 
been assigned to us in advance of the completion of the building, 
but we should be careful not to do anything to interfere with the 
building operations. 


Tae use of the stairs and the ontrances to the rew part of the 
South Building by omployees of the Azricultural Adjustmont Adninistration 
has proven a hindrance to the builders, and the violation of the pro- 
hibition against the use of the stairs and entrances may be considered 
sufficient reason for disciplinary action. 


Employees in the South Building mst also refrain from using 
offices wnich nave not been assigned to them. 


Tae cooperation of the employees in the Agricultural Adjustment 
Administration in this respect will be appreciated. 


Very truly yours, 


James E. Jones, 
Administrative Assistant. 
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4159 UNITED STATES DEPARTMZNT OF AGRICULTURE 
AGRICULTURAL ADJUSTMENT ADMINISTRATION 
Washington, D. C. 


OFFICE MEMORANDUM NO. 27 


No actual memorandum ever issued bearing the above number. 


By direction of the Administrator 


ROBERT DAVIS 


THE ADMINISTRATIVE OFFICER 
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UNITED STATSS DEPARTMENT OF AGRICULTURS 
AGRICULTURAL ADJUSTMENT ADMINISTRATION 


September 28, 1933. 
OFFICE MEMORANDUM NO. 28 

In order to expedite the approval of applications for hearings, 
after all preliminaries have been completed as »rovided in Paragraph 
oe (a) and (b) of the Statement issued by the Administrator under 
date of September 20 in regard to the handling of codes and marketing 
agreements, it is directed that the following procedure shall be in 
effect from this date; 


Following the informal conferences (HO2 (b) n.8) when a 
code or marketing agreement has been reconciled, drafted in 
acceptable form, and presented to the Director of Processing 
and Marketing with appropriate recommendations, with the 
application for formal hearing, the Director of Processing and 
Marketing shall call a conference at which shall be present 
in addition to the representative of the Section handling the 
commodity and a representative of the Director of Processing 
and Marketing, a representative of the Counsel on Consumers 
Relations, a representative of the General Counsel, and a 
representative of the National Recovery Administration, each 
of whom should be authorized to apmprove or recommend hearing 
by signature on behalf of his ressective division. 


Wayne C. Taylor, 
Executive Assistant to the Administrator. 


JOPEY 
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September 29, 1933. 


OFFICE MEMORANDUM NO. 29 
Telegrams 
1. The regulations of the Department of Agriculture, as well as 
all other government departments, prescribe definitely and in detail the 
procedure to be used in connection with telegrams. 
| 2. In order that the Agricultural Adjustment Administration may 
conform insofar as practicable under the conditions with such regulations 
the following rules will be observed. 
(a) Do not send a "Straight Telegram" when a Day Letter will 
suffice. 
(vb) Do not use a Day Letter when a Night Letter will suffice. 
(c) Do not use a Night Letter when a mail letter will suffice. 
(d) After preparing a telegram in draft edit it for the purpose 
of deleting unnecessary words, if any. 
3. <All telegrams must be prepared in the prescribed form, and here- 
after submitted to the office of The Administrative Officer, Room <0, 


Administration Building, for approval, and transmitted to the Telegraph 


Office. 
By direction of the Administrator. 
ROB@RT DAVIS, 
RD/MHB THE ADMINISTRATIVE OFFICER. 
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Mf wieaice ORPICE MEMORANDUM NO. 30. 
KAGRICULTHRAL Ecovomtcs) 
Ke Cit nee °') CODE CONTROL September 29, 19383 


» 
~*~, 


ae ‘ 

The POLLowih® emo. No.9 is issued for the purpose of imple-- 
menting paragraphs 401-410 of the G. Re. - A. A- A., and explaining the ' 
routing to be followed in handling codes and/or marketing agreements with= 
in the Agricultural Adjustment Administration. 


DEFINITIONS : 


Me worils "codes", "Administration", "Executive Assistant", 
and "Processing Director" as hereinafter used respectively 
mean both Marketing Agreements and Codes of Fair Competition, 
the Agricultural Adjustment Administration, the Executive 
Assistant to the Administrator, and the Director of Pro- 
cessing and Marketing. Wiis 


There has been placed in the Office of the Executive Assistant a 
Control Officer, whose duty is to record and direct the routing of each code 
from its receipt until it has been finally disposed of by the Administration. 
Every movement of a code from a Division to a Division or from a Division to 
a Section, or vice Versa, must be reported to the Control Officer, who will 


a) 


record such movements on a control card which he will keep for each code. 


When a proposed code has been filed by the Office of the Executive 
Assistant the Control Officer shall make up a "docket" consisting of: 


Copies of the code » ++ +s 5 + = 2 
Copy of the constitution and By-Laws 
of the Association filing... .l 
Copy of acknowledgment -.,--+- 1 
Copy of letter of transmittal . 1 
Copy of certificate of a ec - 8 
Copy of each additional document 

‘of importance relating thereto . 1 


The Control Officer shall assign to each code a code index number, which 
number must be shown on the upper right hand corner of all papers used in 
connection with that code. 


The Control Officer will then send the docket to the Office of the 
Processing Director with a transmittal forma in triplicate. On all three 
copies of the transmittal form will ve noted, in the Office of the Pro- 
cessing Director, the Section to which the docket is assigned. Two copies 
of the transnittel form with the docket will then be sent direct to the 
Section Chief. The third copy of the transmittal form 


~2- 


will be filed in the office of the Processing Director. On receipt of the 
docket with two copies of the transmittal form, the Section Chief vill 
immediately return one copy of the transmittal form to the Control Officer 
7Tith a notation of the receipt of the docket, and the name of the specialist 
within the Section to whom assigned. 


If, when considering a Code, the Specialist finds it advisable to 
combine it with a Master Code, to reject it, to request a revision and re- 
submission, or to formulate a Master Code for an Industry, he will notify 
the Control Officer of such action, and it will be recorded in the proper 
manner on the control card. 


In case of any revision, or formulation of a code, when the proposed 
code is retyped, a copy withthe date of redrafting indicated will be trans- 
mitted to the Control Officer, who will file it with the code as originally 
presented and designate it: Redraft of Date. 


When the handling of a Code within a section has reached the stage 
which, in the opinion of the Section Chief, warrants the holding ofan 
Informal Conference, the Section Chief will. request the assignment of the 
personnel referred to in Paragraph. 402-b of the G.R.-A.A.A. He will notify ° 
the parties referred to above and transmit a notification form to the Control 
Officer. This notification should be accompanied by a copy of the proposed 
code with date of draft indicated in-the form in which it is to be discussed 
at the informal conference. The Control Officer will make proper record on his 
control card, file the proposed code, arrange for reporting service, and 
secure a conference room. 


Following. the informal conference the Section Chief, if he is of the 
opinion that the prepared code is ready for formal hearing, will have made 
out an application for Formal Hearing in triplicate, and transmit it to the 
Processing Director, together with three copies of the redrafted Code and 
the memoranda referred to in Paregrapn 403 of the G.R.-A.A.A. The Section 
Chief will notify the Control Officer of such action, and proper record will 
be made thereof. + 


On receipt of the documents referred to in the above Paragraph, the 
Processing Director will call a conference of the representatives assigned 
according to Paragraph 402 of the G.R.-A.A.A., and authorized to approve or 
recommend a Formal Hearing by initials or signature on behalf of their 
respective Divisions. The office of the Processing Director will notify the 
Control Officer. of such conference for proper record on the control card. 


At the conclusion of such conference the office of the Processing 
Director will transmit the documents referred to in the preceding paragraph 
and Paragraph 403 of the G.Re-A.A.A., to the Control Officer who will make 
proper record thereof on his control card. 


eas 


On reccipt from the office of the Processing Director the Control 
Officer will transmit to the Analysis Committee the proposed code, the 
Application for Formal Hearing and copies, and the written recomendations 
of the Division and Administration Officers assigned. A transmittal form 
in duplicate will be ettached, one copy of which will be roturned, signed by 
the office of the Analysis Committee, to the Control Officer. 


The Analysis Committee will review the code as proposed, with all 
attached papers and will, if the doéuments are in proper form, transmit 
them to the Control Officer, together with the papers referred to in Paro- 
graph 404 of the G.R.-A.A.A. in triplicate, 


On receipt, the Control Officer, after making proper entry on his 
control card, will transmit the code, and the report referred to in para- 
graph 404 of the G.R.-A.A.A. to the office of the Administrator for the 
Signature of either the Administrator, or Special Assistant to the Administra- 
tor. The Control Officer will deliver the remaining attendant papers and 
two copies of the report for filing in the Permanent Records of the A.A.A. 


On receipt from the office of the Administrator, the Control Officer, 
after having made proper record on his cantrel card, will transmit tro copies 
of the proposed code with tro copies of the Application for Formal Hearing 
ond certification that the application has been duly signed by the Admin- 
istrator, or Special Assistant to the Administrator, to the office of the 
Chief Hearing Clerk. A transmittal form in duplicate will be attached, one 
copy of which will be returned, signed, by the Office of the Chief Hearing 
Clerk, to the Control Officer. 


The office of the Chief Henring Clerk will transmit to the Control 
Officer the following prepared documents: le Notice of Hearing, 2. Des~ 
ignation of a Presiding Officer, 3. Notification of Parties and 4. Form 
requesting the Secretary to approve documents (1) (2) (3). The Control 
Officer after making proper record on the control card will transmit said 
ducuments to the office of the Administrator for the initials of either the 
Administrator, or Special Assistant to the Administrator. The office of the 
Administrator will clear the matter of Formal Hearing with the Secretary. A 
transmittal form in duplicate will be attached, one copy of which will be 
returned, signed by the Office of the Administrator, to the Control Officer. 


On receipt of carbon copies of ench of said papers, bearing the 
facsimile of the signature of the Secretary of Agriculture, from the Office 
of the Secretary, the Control Officer will make proper record on his control 
card and deliver them for filing as a part of the permanent records of the 
Agricultural Adjustment Administration. 


The Office of the Chief Hearing Clerk will print and distribute 
mineographed copies of the proposed code prior to the formal hearing. 
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Following the formal hearing, the Chief Hearing Clerk vill transnit 
a transcript of said hearing to the Section Chief reassigned by the Pro-- : 
ecssing Director, one at the sane time he will send a copy of said transcript 


to the Control Officer who vill neke proper record on his control ca ard; 200 
deliver the transe ea for filing.in the tates i. records of the AsA sky 


When the National. Recovery Adrindetpation has approved the labor pro- 
visions of the code, they will be transmitted in triplicate to the Control 
Officer. Said officer will then deliver to copies for filing as a part of 
the perrianent récords of the Agricultural Adjustment Administration. The 
Control Officer vill send the remaining copy to the Section Cheif reassigned. 
A tronsfittel forn in cuplicate will be attached, one copy of which will be 
returned, signed by the Section aie to the Control Officer. 

When the Processing Dire ector determines that the proposed code is 
ready for final action, it: will be trensritted in quadruplicate to the Control 
Officer togcther vith the papers referred to in Paragraph 406, Sentences 1, 2 
and 3 of G.R—A.A.A. in triplicate. 

The Control Officer, after mking a proper resord on his contrel 
card vill transmit-one copy of said proposed csde and papers to the office 
of the Director of Procuction. <A transmittal form in duplicate will be 
attacned, one copy of which -vill. be returned, Signed by the Office of the 


Production Director, to the Gomtros Officer: ( 
At the same tine, the Cor a Officer will transmit one copy of 
the revised code ane abbensnn 16 papers to the office of the Consuners! Counsel. 


A transmittal forn in @uplic ate wil] be attached, one copy of which vill be 
2 om 
returned signed by the office of the Raa enners s' Coumsel, to the Control Officer. 


At the sane time tne: Control Officer will transiit one copy of the 
proposed code pe attendant papers to the: office of the Goncral Counsel. A 
transmittal form in ¢upl pcan will 0&6 attached, ‘one copy of which will be 

i inoa: signed by the office of the General Counsel, to the Control Officer. 


On receipt of the code ond attendant papers referred to in Paragraph 
406 of the G.Re-A.A.Ae fron tan offices af th ss of Division of 
Production, the Consumers! Counsel, and’ the. Genernl Counsel, the Control 
Qfficer, after naling prope entire on the eyes ee CATO WiLL) Garaieril > adel 
the said te Nee to the ee of the Annlysis Comittee. A transmittal 
form in duplicate -ill be attached, one copy of which vill be returned, 
signed by the office of the Analysis Cumittee, to the Control Officer. 


- 
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On receipt from the office of the. Analysi s Coruuittee of its report 
to the Acministration, in triplicate, and -the pier documents referred to 
in Paragraph 407 of the G.R. ~A.A.A., the Contrel Officer :7ill make proper 
record on the control card ahd disvatch. the aporeved code and one copy of the 
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report referred to in Paragraph 407 of the G.R.-A.A.A. to the Acrintstratoer, 
or Special Assistant to the Administrator, who vill clear the matter of Final 
approval with the Secretary. A transmittal forn in cuplicate will be attached, 
one copy of which will be returned, signed by the office of the Adzrinistrator, 
to the Control Officer. The Centrol Officer will écliver to copies of the 
report of the Analysis Corr:ittee ane the remaining attendant papers for filing 
with the Permanent Records of the A. A. A. 


In the case of a code, if it is approved by the Secre ary and signed 
by the President of the United States ; 2b Will be transnittedc to the Contred 
Officer from the office of the Administrator. The eaves Officer shall make 
proper record thereof and transmit it to the office of the Executive 
ASsistans to the Administrator for dating, printing, and distributing as a 
docuient of the Code of Fair Corpetition Series. 


Wren a final marketing agreenent has been approvec, as proviced in 
Bec ion 407 of the G.R.-A.A.A. it will be eens from ann of i 
the Administrator to the Control Officer sho ‘rill make mrover record thereof 
on his control card. he Control Officer vill then transnit it to the Office 
of the General Counsel who vill arrange for its submission to the appropriate 
groups for obtaining the necessary signatures. 


; 


On receint of the simned narketing agreenent for the office of the 
General Counsel, the eee Officer will then trasismnit it to the office of 
the Acministrator who vill clear the natter of final signature -7ith the 
secretary. 


if the Secretary approves the marketing agreement the office of the 
Administrator vill trenscd b. Leto tne oritee “Officer 7210 will make proper 
record thereof. The Control Officer vill then transriit the marketing agree- 
ment to the office of rae ADMINISTRATIVE CFFICER for “rting, >rinting, and 
cistributing as a dnewment of the Marketing Afreenent ida k 


By Direction of the Acninistrnator .. 


THE ADMINISTRATIVE OFFICER 


Distributions" 


